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With hybrid learning, many of 
your classes will meet in person, 
and others will meet online at 
the same time. As a result, 
being successful with hybrid 
learning may require some new 
habits and adjustments. 
Be patient with yourself, the 
professor, and your fellow 
students. 
If you’re new to an online 
learning environment, it may 
seem overwhelming at times. 
This guide provides suggestions 
to help you prepare for learning 
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During the summer quarter, many students will have the option to attend classes in 
person or attend classes online. This is referred to as hybrid instruction in which some 
students attend class in person while others attend online at the same time—also 
known as synchronous instruction. Currently, those decisions are constrained by the 
approved classroom capacity for social distancing—also, the individual needs and 
preferences of faculty and students. There is no one-size-fits-all for hybrid instruction! 
You can expect variation among your different classes—your professors may design 
and deliver instruction and incorporate classroom technologies differently to support 
interactive learning and achieve specific course outcomes. Hybrid instruction allows for 
flexibility to attend classes ‘real-time’ either in person or synchronously (at the same 
time) online while completing some assignments asynchronously (on your own) 
regardless of the delivery mode. 
Optimize Your Learning 
Your professors will likely host class-based instruction using the Sakai learning 
management system and a communication platform such as MS Teams or Zoom. You 
may read, discuss, reflect, analyze, and collaborate with classmates in face-to-face, 
synchronous, and asynchronous modes—synchronously during class time and special 
meetings, or asynchronously to complete individual and group tasks your own time.  
A major aspect of online learning relates to your time management, particularly your 
study time. You can take ownership of your learning by trying some of these tips: 
• Familiarize yourself with the essential technologies supported by NPS and 
where and how to get support. The ITACS Helpdesk (TAC) is the first line of 
defense with questions about information technology (IT). In addition, professors 
are usually prepared to help with routine audiovisual (AV)/IT matters.  
• Critically read and analyze your course syllabus and course materials. Read and 
review assignments, rubrics, feedback, and assessments and ask questions to 
clarify as needed. 
• Carefully follow your professors’ guidelines for general communications, 
assistance, and special circumstances that may impact your ability to participate 
or meet deadlines. 
• Check regularly for announcements, messages, and updates on course 
management sites such as Sakai. 
• Communicate with your professor and classmates clearly and thoughtfully.  
NPS Student Guide for Hybrid Learning  June 2021 
GEAC Office of Teaching and Learning  2 
Manage Your Time 
• Put deadlines on a calendar as soon as you get each syllabus. 
o Sync calendars and devices with all your deadlines. 
o Establish and record deadlines, especially for your asynchronous classes 
that do not meet real-time, on-campus, or in a virtual classroom— even if 
you must create the deadlines yourself. 
• Hold yourself accountable to deadlines by scheduling incremental deadlines 
ahead of time. For example, set up a time to meet with your study group before 
your exam or meet with a Graduate Writing Center coach about your paper at 
least a week before it’s due. These “mini-deadlines” can help keep you on track to 
complete assignments and meet goals. 
Have a Visible Daily and Weekly Schedule 
As NPS returns to campus-based instruction, some of your classes will be hybrid. 
Classroom capacity for social distancing may limit these options, so your schedule may 
vary throughout the quarter. You will need to decide which classes you will attend in 
person and the ones you will attend online. Expect changes as COVID restrictions are 
further reduced. If you find yourself in an untenable situation, please connect with your 
professor and/or program office (PO). 
• Anticipate delays—remember to include sufficient time for travel, parking, 
Starbucks visits, and locating quiet study spaces to make your time online and 
on-campus more productive. 
• Professors may adjust the schedule throughout the quarter to optimize learning 
experiences and interactions. The schedules for different classes may vary by 
week, so you need to have a visible schedule to see exactly what time you need 
to log on or attend classes in person.  
Concentrate and Chunk Time 
Time can feel different in online/hybrid modes. For example, walking to class at a 
specific time may be replaced by online/hybrid classes—either asynchronous (working 
online on your own time) or synchronous (working online while your professor and/or 
classmates also work online).  
You’ll be spending a fair amount of time on the Internet when taking online or hybrid 
courses—this may be more distracting than learning in an in-person environment. 
Researchers have found that students who plan their schedule to include concentrated 
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chunks of study time and reduce distractions tend to be more successful. Consider 
turning off social media when you plan to study.  
Seek Help Early and Be Your Own Advocate 
• Remember to introduce yourself to your professor. In a remote class, connecting 
with your professor can help you stay engaged in class and feel more at ease 
when reaching out to them again. Take the initiative to schedule time to meet 
virtually one-on-one. Your professors may be available to meet on campus—don’t 
hesitate to meet with them during posted office hours or make appointments 
outside of regular office hours.  
• If you are struggling academically or personally, reach out to your professor, 
program officer, or the Dean of Students (DoS), who can help you identify and 
utilize campus resources to address any concerns you may be facing. 
• Notify your professor if you are struggling with coursework, have other 
obligations or if unexpected situations arise that are causing you challenges. 
• Check-in regularly with your thesis advisor, coaches, and mentors. 
Manage Your Online Presence 
• Student input and questions during class enable professors to monitor and 
adjust the pace of instruction and to clarify essential concepts that support 
learning. As an online student, you can utilize chat and video to maintain an 
engaged online presence and actively participate in-class activities. 
• Online lecture classes can make asking questions awkward, and asynchronous 
classes make asking questions even more challenging. Remember to write your 
questions down or post them in chat while you’re in class. You can also follow up 
with your professor at a more convenient time. 
• Online classes can feel like you are studying, learning, and working in isolation 
which can decrease your motivation and make studying or working on 
assignments more challenging. Instead of putting off an assignment when your 
motivation drops, try to imagine yourself having completed it. Ask yourself, “What 
will I learn in completing this assignment that will make the work personally 
relevant?” You can also study with others! Join (or start) a study group, if 
possible (see study habits). 
• Alert your professor if you cannot view content or hear clearly during class or if 
there is a disruption with technology or connectivity. Sharing these things as they 
occur enhance effective teaching and learning. 
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• Report issues promptly and utilize web-based and in-person resources to 
mitigate technology and connectivity issues.  
Online Communications 
In an online or hybrid learning environment, some of your class discussions may utilize 
asynchronous discussion forums. Following are suggestions for clear, concise, and 
respectful communication with your professor and classmates  
• Understand the professors’ expectations regarding discussion participation for 
oral and written inputs (e.g., chat, blogs, and wikis), protocols for asking 
questions (e.g., raising hands), and preferences for using cameras.  
• Use clear, concise, and descriptive subject lines in emails and online discussions. 
• Spell-check and re-read your written communication before you send it out. Think 
carefully about what you’re saying from your readers’ perspective and how it 
could be misinterpreted. 
• Organize thoughts carefully and refer to textbooks, class notes, and the 
professor’s instructions before posting to a class discussion or submitting an 
assignment. 
• Respect the time of your professors, other class members, as well as your own, 
when you send or post content for reading or responses.  
• Before posting your question to a discussion board, check if anyone else already 
asked it and received a reply. 
• Stay on topic. Don’t post irrelevant links, pictures, or comments. 
• Avoid typing in ALL CAPS; it may look like you are yelling. 
• Avoid negative or sarcastic comments—even as a joke, because without hearing 
your tone of voice or seeing your face, your peers might not realize you’re joking. 
• Respect the opinion of your classmates. If you disagree, do so respectfully and 
acknowledge the valid points in your classmate’s argument. If you reply to a 
question from a classmate, make sure your answer is accurate. 
• Many people may respond if you ask a question. Summarize all answers and 
post that summary to benefit your whole class. 
• If you refer to something that your classmate said earlier in the discussion, quote 
a few key lines from their post so that others won’t have to go back and figure 
out which post you’re referencing. 
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• Check the most recent comments before you reply to an older comment. 
• Be thoughtful to class members even when you have a different opinion or 
perspective. 
Improve Synchronous Online Interactions 
Synchronous interactions can be leveraged to reduce online class time, visits to office 
hours, or attendance at advising seminars. You may use video conferencing (or other 
tools) for this type of interaction. Here are some etiquette tips for video conferencing: 
• Prepare yourself. Think about how you want to look to your classmates or 
professor.  
• Tidy your desk. Don’t have anything between you and the camera. Consider the 
visual message you are sending. 
• Aim your camera. Check your camera angle so that it’s the way you want it to 
look. 
• Prepare your background. Consider whether a bright background such as a 
window will make it difficult to see your face. 
• Use verbal cues. When video conferencing with many sites, start your comment 
by saying your name and maybe even location (for example, “This is Carolyn in 
Monterey, CA”). Doing so helps your colleagues identify who is speaking before 
the video catches up. 
• Convey clear audio messages. When possible, wear a headset or a pair of 
earphones or earbuds with a microphone to eliminate echo. Also, consider 
muting your computer when you are not talking. 
• Let your professor know if you have AV/IT limitations that may affect your class 
participation. For example, you had to dial into the class session via your iPhone 
and have limited ability to text.  
• Have a backup device or plan to participate in the class if your computer or home 
network is out of commission.  
Analyze Your Study Habits to Set Yourself Up for Success 
• Determine how you learn best. For example, are you most productive in the 
morning or at night? Do you need complete silence, background noise, or music 
without words playing when studying? Then, when making your schedule, 
leverage preferred times and spaces for your biggest tasks and priorities. 
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• Create a routine for yourself to set yourself up for success. Waking up and going 
to bed at the same time every day, or studying and eating meals at similar times, 
for example, can do wonders for academic success and personal well-being. 
• Remember to schedule periodic short breaks throughout the day—both are 
important for processing information in short-term memory and minimizing the 
eye fatigue and strain from sustained screen time. 
• Establish consistent routines to prepare for your classes and to get proper rest, 
nutrition, and exercise. While it’s true no one can tell if you’re in your pajamas, 
consistent routines will establish a “learning mindset” that will help you navigate 
the demands of hybrid learning environments successfully. 
• Create a dedicated workspace, separate from where you sleep and free from 
distractions. For example, when you’re studying, try to disconnect from your 
phone, social media, or television to focus. And, when in class, turn off your 
phone to help eliminate distractions. 
• Prepare for your online exams the same way you would if given in person, giving 
yourself lots of time before the exam to prepare. 
• Find a classmate who can serve as an accountability partner to meet certain 
goals and deadlines. 
• Join a study group (they work!), and if there isn’t one, create one yourself or ask 
your professor to help share your interest in starting one. 
Be Prepared 
• Suddenly losing access to technology during a class session or exam or the 
inability to submit assignments is never ideal—especially during the evening or 
weekend hours. Create a plan with your family or roommates to maintain a 
schedule that allows everyone connectivity during the times that are most critical 
for them.  
• In the event that something does happen, remember to take screenshots to email 
to the professor or the technical assistance team. This step will ensure that your 
professors know of your difficulties. It will also document that your work was 
completed and that attempts were made to submit it on time. 
• Build relationships with other students by introducing yourself and engaging in 
any discussion boards available for the course. Your peers can be a valuable 
resource for getting the information you may have missed due to connectivity 
issues during class. 
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Check and Manage Your Email 
• Monitor your NPS email account daily to stay current with important information 
from the university, your professors, or your advisor. 
o Also, remember to monitor communications via Sakai Course sites for 
important updates and announcements. 
• Create a file organization system within your email to better store and organize 
your personal and university communications. 
o Example: Create folders for each of your courses for updates from your 
academic advisor and general campus announcements. 
Always Make Time for Self-Care 
• Online instruction can be stressful, especially during a pandemic. Be sure to get 
enough sleep each night, eat well, and stay physically active. Just like in a typical 
school or workday,  
• Build in breaks for lunch, exercise, or relaxation, like meditation or yoga, to 
practice activities that allow you to destress while remaining mentally productive. 
• Remember to connect with friends and family, and if you need additional 
assistance—link to student services & hotline.  
NPS Resources 
Academic 
• Technology Assistance Center: (TAC) Help Desk 
• Graduate Writing Center 
• 10 Tips to Student Success in Distance Learning at NPS 
Personal 
• Military and Family Life Counseling 
• Preservation of Force and Family, Contact Eric Stone: 
o Phone: 646-597-3018 
o eric.stone.ctr@nps.edu 
• Safe Helpline 
